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Content Accuracy Statement 
This document contains information that is intended to be both useful and 
accurate.  While we endeavor to make every effort to insure the accuracy of 
the information presented in this publication, errors or omissions may exist 
in the content presented.  QED therefore, makes no warranties or 
guarantees to the reader or any other person concerning the accuracy, 
completeness, quality, suitability of purpose, or results of any use of this 
document or the contents herein.  QED disclaims liability to the extent 
permitted by legal interpretation for any damages or losses resulting from 
the use of this document, the contents herein, or QED software products. 

Document Version Date:  10 October 2014 

Copyright Statement 
Copyright by QED Financial Systems, 1987 – 2015.  All Rights Reserved. 

This document contains information that is confidential and proprietary to 
QED Financial Systems, Inc.  This information may be used only for the 
purpose of evaluating QED’s products and services and may not be disclosed 
to any other person or entity in any form whatsoever.  The contents of this 
document and the associated software applications, online help files, and all 
accompanying documentation are the proprietary property of QED Financial 
Systems, Inc.  No portion of these documents may be reproduced or copied, 
in whole or in part, in any form or by any means – manual, graphical, 
electronic, or mechanical, including photocopying, recording, taping, 
scanning, or information retrieval systems – without express prior written 
consent from QED. 

All versions and releases of QED software applications, all printed and 
electronic documentation, and all related materials are the confidential and 
proprietary information and trade secrets of QED Financial Systems, Inc., 
regardless of whether or not any portion thereof is, or may be, patented, 
registered for trademark or copyrighted.  All necessary steps must be taken 
to protect QED software applications and related materials from disclosure 
to any other party, person, firm, or corporation, without the express prior 
written consent of QED in each and every instance.QED®, iPAS™, QReturns™, 
IMS-2000™ and QTMS™ are trademarks of QED Financial Systems, Inc.  All 
other brand and product names contained herein are the trademarks or 
registered trademarks of their respective holders. 

QED®, Q2®, quidPro•Manager™, Quantum™, Qube™, VisualQED®, iPAS™, 
QReturns™, IMS-2000™ and QTMS™ are trademarks of QED Financial 
Systems, Inc.  All other brand and product names contained herein are the 
trademarks or registered trademarks of their respective holders. 

QED Financial Systems, Inc.  
• 10,000 Sagemore Drive • Marlton, New Jersey 08053 USA • 
• t: 856.797.1200 • f: 856.797.9719 • www.QEDFinancialSystems.com • 
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Purpose 

This guide provides instruction on the use and management of iPAS. 

In creating this guide, it has been assumed that you are familiar with standard Windows-based 
conventions such as the use of a mouse, scroll bars, window controls, Explorer, etc. 

Information presented in this document applies to QED platform releases beginning with Version 
2014.09+. 

Audience 

This guide is for users and administrators of the QED platform. 

The layout of graphical user interface (GUI) screens depicted in this document may vary 
from your GUI. 

Typographical Conventions 

This guide uses the following typographical conventions: 

 text in bold: window and dialog box buttons and fields, keyboard keys, menus, and menu and 
options; 

 text in [bold brackets]: window, wizard, and dialog box titles; 
 text in fixed width: system parameters typed in by the user, calculations, programming 

examples, and variable names; 
 text in italics: notes, file, schema, row, and column names; 
 The light bulb icon indicates an item that provides additional information about an important 

point.  It is also used to add comments related to a table or a figure; 
 The attention icon indicates a message that gives information about the execution 

requirements or recommendation type.  This icon also refers to situations or information to 

which the user should pay special attention or which is important situational context; 
 The example icon indicates an explanation, demonstration, or example of how to perform a 

task associated with the content. 
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Change History 

Version Date Change Detail 

1.0 7 May 2013 Document adapted for QED Version 2013.01+.  Supersedes previous 
releases. 

2.0 24 June 2013 Updated illustrations throughout document. 

3.0 10 October 2014 Document adapted for QED Version 2014.09+.  Supersedes previous 
releases. 
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Introduction 

iPAS, QED’s Internet Participant Access System, is a common funds web management application that 
enables authorized users to process transactions and view account information via a web browser.  It is 
designed to meet the needs of all types of common funds, including commingled funds, fund of funds, 
and Local Government Investment Pools (LGIPs), as well as master and sub-funds managed as fixed value 
programs.  

iPAS allows authorized participants to: 

 deposit cash in authorized funds 
 withdraw cash from authorized funds 
 transfer cash from one authorized fund to another authorized fund 
 print confirmations of all iPAS-executed transactions 
 display and print account statements and inventories of investments held in any authorized 

fund  

Participant account statements, transaction histories and investment position activity can be generated for 
any time period. Additionally, the power of QED with iPAS integration enables common fund 
administrators to monitor all iPAS participant activity as it occurs, complete with the date, time, and user 
identification on each action. 

Using a real-time message server for communication, QED dynamically validates and updates the 
information provided to iPAS participants, including: 

 Investment Balances (Actual and Available)  
 Transaction Activity (Approved and Pending Settlement)  
 Contributions  
 Withdrawals  
 Interfund Transfers  
 Investment and Transaction Payment Methods  
 Transaction Policies for Amounts, Dates, and Time of Day  
 Administrative Notices  

  

Copyright, 1987 – 2015                  QED Financial Systems, Inc. 6 
All Rights Reserved.  Confidential and Proprietary iPAS Quick Start Guide for Participants 



iPAS Quick Start Guide for Participants  
7 

Getting Started 

Your iPAS system administrator provides the URL specific to your iPAS environment, which you can 
access through any web browser.  Type your User ID and Password as indicated below.  

 
Figure 1. Login Page 

 The iPAS Home page displays. 

 
Figure 2. Home Page 

If you do not have a User ID and Password, please contact your iPAS administrator. 
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The Home page offers several choices for working within iPAS: 

 Home – return to the iPAS home page 
 Deposit – submit a deposit request  
 Withdrawal – submit a withdrawal request 
 Interfund Transfer – submit a transfer request between authorized funds 
 Reports – generate and print account statements 
 Transactions – view your transactions 
 Alerts – view and manage your alerts 
 Account Maintenance – change account password 
 Help – access online help 
 Contact Information – find information on help desk support 

Notices are displayed at the top of the home page; to pause a particular notice, place your mouse pointer 
over it. 

 
Figure 3. Notices 

Default Investment information displays balance details along with contributions and withdrawals 
awaiting approval or settlement.  

 
Figure 4. Default Investment 
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To modify your default investment, select change.  The system prompts you to choose an investment by 
searching from a list of your authorized investments.  Click Done when you’ve made your selection and 
Save your changes. 

 
Figure 5. Change Default Investment 
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Transaction Types 

There are three types of transactions that can be initiated through iPAS: 

 Deposits 
 Withdrawals 
 Interfund Transfers 

Deposit 

To initiate a deposit request select Deposit, located in the menu bar or center text of the Home page.   

 
Figure 6. Deposit Request 

The Deposit page displays. 
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Use the search feature to select the investment that will receive the deposit (if other than the default 
investment) and select the payment method, effective date, deposit amount and transaction description 
(optional).   

The required authorization(s), minimum balance requirements and minimum deposit requirements are 
dynamically linked to the business rules set within iPAS; cutoff times that establish effective dates and 
payment methods are recorded in the accounting system’s settlement instructions business reference table. 

If a deposit request requires authorization, iPAS displays a message informing you that the deposit request 
must be authorized before final processing is completed. 

Click Submit to continue to the next page. 

 
Figure 7. Deposit Details 

 
 

 

The Deposit Confirmation page displays the deposit request 
details.  Review the details and, if correct, Continue. 

 Figure 8. Deposit Confirmation 
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The final page in the deposit request process is the Deposit Status page.  This page provides information 
regarding the next step(s) needed for the deposit request to be completed. 

If no authorization is required for the transaction to be processed, the status page displays the completed 
transaction along with its confirmation number, which can be printed, if desired.  If the transaction 
requires authorization, a message displays in the status field. 

 
Figure 9. Deposit Confirmation 

 
Figure 10. Deposit Pending Authorization 

If any part of the deposit request is invalid (i.e., amount limitation, effective date limits, etc.), iPAS does 
not accept the deposit request and displays your request in a rejected status, along with an explanation 
about the rejected transaction.  The authorizer (if applicable) can also reject the deposit request. 
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Figure 11. Deposit Deadline Error 

Upon approval of the deposit request by the required number of authorizations, you will receive an alert 
on your home page.  Click the alert icon to view the message. 

 
Figure 12. Alert Message 
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The Alert page displays.  Click view to display details of the alert. 

 
Figure 13. View Alerts 

The Transaction page displays.  The status of the transaction is noted in the Status field.  If complete, iPAS 
provides a confirmation number, along with informational data related to the authorization (date of the 
authorization, user name of the authorizer and type).  You can print this page and clear the alert, if 
desired. 

 
Figure 14. Transaction Page-Deposit 
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If the authorizer rejected the deposit request, this is noted in the Status field along with a short description 
detailing the rejection and informational data related to the rejected transaction (entry date of the rejection, 
user name of the authorizer and type).  Print the page and clear the alert, if desired. 

 
Figure 15. Rejected Deposit Request 
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Withdrawal 

To initiate a withdrawal request select Withdrawal, located in the menu bar or center text of the Home 
page.   

 
Figure 16. Withdrawal Request 

The Withdrawal page displays. 

Use the search feature to select the investment from which to withdraw (if other than the default 
investment) and select the payment method, effective date, withdrawal amount and transaction 
description (optional).  

The required authorization(s), minimum balance requirements and maximum withdrawal requirements 
are dynamically linked to the business rules set within iPAS; cutoff times that establish effective dates and 
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payment methods are recorded in the accounting system’s settlement instructions business references 
table. 

If a withdrawal request requires authorization, iPAS displays a message informing you that the 
withdrawal request must be authorized before final processing is completed. 

Click Submit to go to the next page. 

 
Figure 17. Withdrawal Details 

The Withdrawal Confirmation page displays the withdrawal request details.  Review the details and, if 
correct, Continue. 

 
Figure 18. Withdrawal Confirmation 
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The final page in the withdrawal request process is the Withdrawal Status page.  This page provides 
information regarding the next step(s) needed for the withdrawal request to be completed. 

If no authorization is required for the request to be processed, the status page displays the completed 
request along with its confirmation number, which can be printed, if desired.  If the request requires 
authorization, a message displays in the status field. 

 
Figure 19. Withdrawal Confirmation 

 
Figure 20. Withdrawal Pending Authorization 
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If any part of the withdrawal request is invalid (i.e., amount limitation, effective date limits, etc.), iPAS 
does not accept the withdrawal request and displays your request in a rejected status, along with an 
explanation about the rejected transaction.  The authorizer (if applicable) can also reject the withdrawal 
request. 

 
Figure 21. Withdrawal – Deadline Error 
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Upon approval of the withdrawal request by the required number of authorizations, you will receive an 
alert on your home page.  Click the alert icon to view the message. 

 
Figure 22. Alert Message 
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The Alert page displays.  Click view to display details of the alert. 

 
Figure 23. View Alerts 

The Transaction page displays.  The status of the transaction is noted in the Status field.  If complete, iPAS 
provides a confirmation number, along with informational data related to the authorization (date of the 
authorization, user name of the authorizer and type).  You can print this page and clear the alert, if 
desired. 

 
Figure 24. Transaction Page – Withdrawal 
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If the authorizer rejected the withdrawal request, this is noted in the Status field along with a short 
description detailing the rejection and informational data related to the rejected transaction (rejection date, 
user name of the authorizer and type).  Print the page and clear the alert, if desired. 

 
Figure 25. Rejected Withdrawal Request 
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Interfund Transfer 

To initiate an interfund transfer request select Interfund Transfer, located in the menu bar or center text of 
the Home page.   

 
Figure 26. Interfund Transfer Request 

The Interfund Transfer page displays. 

Use the search feature to select the source investment (if other than the default investment) and the 
destination investment.  Enter the effective date, transfer amount and transaction description (optional). 
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Click Submit to proceed to the next page. 

 
Figure 27. Interfund Transfer Details 

The Interfund Transfer Confirmation page displays the request details.  Review the details and, if correct, 
Continue. 

 
Figure 28. Interfund Transfer Confirmation 

The final page in the interfund transfer request transaction process is the Interfund Transfer Status page.  
This page provides information regarding the next step(s) needed for the request to be completed. 
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If any part of the interfund transfer request is invalid (i.e., amount limitation, effective date limits, etc.), 
iPAS does not accept the request and displays your request in a rejected status, along with an explanation 
about the rejected transaction.  

 
Figure 29. Transfer Error 

If no errors are encountered, the status page displays the completed transaction along with its 
confirmation number, which can be printed, if desired.   

 
Figure 30. Interfund Transfer Confirmed 
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Reports 

iPAS offers real-time account statements for a particular, several or all investments for a specified period in 
time, and can be generated in various formats, including PDF, Excel and RTF.   

To generate a report select Reports, located in the menu bar or center text of the Home page.   

 
Figure 31. Reports 

The Reports page displays. 

Use the search feature to select the investment (if other than the default investment), reporting period, 
report type and output format and click Submit. 
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Your default investment automatically displays in the investment field box. 

 
Figure 32. Report Selections 

The report displays. 

 
Figure 33. Report 
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Transaction Activity 

The View Transactions page enables you to review iPAS transactions you have entered within a given 
date range. To access the View Transactions page, select Transactions located in the menu bar or center 
text of the Home page.   

 
Figure 34. Transactions 

The View Transactions page displays.  The filter criterion includes date range (entered), transaction type, 
effective date range, amount and status. 
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Make your selections and click Get Transactions to view the output. 

 
Figure 35. Transaction Activity Results 

To display a transaction’s details, click view.   

 
Figure 36. Transaction Activity Detail 
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Alerts 

The Alert notification feature in iPAS advises you that a transaction request you have entered has been 
approved or rejected, or, if you have authorization privileges, notifies you when a transaction is awaiting 
authorization. 

To view your alerts, select Alerts located in the menu bar or center text of the Home page or click the 
Alerts icon located on the Home page. 

 
Figure 37.  Alerts - Home Page 
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If you have transaction authorization permission, the View Alerts page displays a list of pending 
transactions.  Click view to proceed to the transaction detail page. 

 
Figure 38. Alerts - Pending Transactions 

The Transaction page displays.  Review the transaction details and Authorize or Reject the transaction. 

 
Figure 39. Alerts - Transaction Detail 
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If you choose to reject the transaction, you may enter the reason for the rejection. 

 
Figure 40. Alerts - Transaction Rejected 

If you are a basic user and have no authorization privileges, the View Alerts page displays your pending 
and updated iPAS transactions which have been authorized, rejected, or awaiting authorization.  Click 
view to display the transaction details. 

 
Figure 41. Alerts - Basic User View 
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The Transaction page displays.  The status of the transaction is noted in the Status field and includes 
information related to the authorization or rejection.  You can print this page and clear the alert, if desired. 

 
Figure 42. Alerts - Transaction Detail 
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Account Maintenance 

Basic iPAS users can access the Account Maintenance page to change password information. 

To access the Account Maintenance Menu, select Account Maintenance from the menu bar or the center 
text of the Home page. 

 
Figure 43. Access Account Maintenance 
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Set Password 

The iPAS administrator sets your initial password; for security purposes, it is recommended that you 
change your password once your iPAS profile has been created. 

Access the Account Maintenance page as instructed above and click Change Password. 

 
Figure 44. Change Password 

Enter your current password, then enter and re-enter your new password and Save. 

 
Figure 45. Save New Password 
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Online Help 

iPAS offers comprehensive online help, including step-by-step instructions on how to enter deposit and 
withdrawal requests, initiate interfund transfers, run account statements and reports, and change 
passwords. To access the online help facility, click Help from the menu bar. 

 
Figure 46. Access Online Help 
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The Online Help page displays; navigate through the Table of Contents, access the Glossary, or use the 
search function to obtain assistance on any iPAS topic.  

+++ 
Figure 47. Online Help 
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Contact Information 

The Contact Information page includes help desk and iPAS administrator contact details.   

 
Figure 48. Contact Information 
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